APPLICATION FOR RECORDS RETENTION SCHEDULE D O T o S LAY o TreToay
. RECDRDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. 'Forward signed origihal to
Department of Archives and Hlstory, Records Management Division, 330 Capltol Avenue, Atlanta, Georgla 30334,
Attention: Scheduling Section, :

FOR AGENCY USE 1. Agency Address
Application Date ‘ Department of Education
0ffice of Administrative Services -
Regional Education Services Division 6\ : 32"‘

&

FOR RECORDS MANAGEMENT USE
Application Number |

Application Number

» MAY 1 1981 | MAY 12 1981
2. Person to Contact Working Title Telephone Number
Marsha Chambers Senior Secretary 656-2446
3. Action Requested

a. ¥ FEstablish Retention Schedule; record will continue to accumulate.
b. 0O Dispose of present accumulation; no further accumulation anticipated.

c. [ Amend Application No. Check One: [0 Change; u] Supercede; [0 Void
4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest . Latest ’ ’ '
1978 |To date Non-Public Special Education Schools Files
6. Division and Office Function

What is the function of the Division and the Office in which this record series is created?
The Regidnal Education Services Division is responsible for providing liaison services

between the State Department of Education and the 187 local school systems and 16 CESAs
(Cooperative Education Service Agencies). It provides monitoring in administrative areas
dealing with State Board of Education policies and State laws; administers state school
standards through on-site appraisal of standards applxcat|0ns, assists local school systems
in the development of local facility plans; conducts pupil-teacher ratio and attendance
audits; provides liaison services to accrediting agencies and principals' organizations;
compiles school systems data for directories, school calendars, and the State legislature.
These services are provided through the Division Director, 10 Regional Directors (located

in offices throughout the state), and 1 Administrator assigned to work with the principals'
organizations.

—

This file contains the following documents (.-nclude form numbers and titles, if any):
Attach samples of the file.

D lating t erforr on-site a ons t hethe each b
;gggfgsrnggggaonp hooT ets the e ¥g!g?F}ty stgn ar s ?edera 5 ]E% }unds
and Jocal funds.

7. Record Series Description

Included are: evaluation team lists, itineraries, evaluation cr:terla evaluation results,
and correspondence to and from this division and standards and ASSeSSment Division,

Program for Exceptional Children {(who have the official program funding files), and
the various private schools.

File isarranged: alphabetically by school name. . ' E ﬁ,i e

8. Maonthly Reference Rate How often are records referred to which are: = —

One to six months old _15 " Seven to tivelve months old __L~ Thirteen to twenty-four monthsold 10

twentlfwe monthsandoider __1Q0 - ? ©
9. Annual Rate of Accumulation of Records

Letter}size drawers - _; Legals<ize drawers - .~ ;Shelves____ ;Other (specify) 2 _in

LY
AR-50—71; Rev.76

{Owver)




YES | NO | 10, Questionnaire  (Place an X" in the proper column)
a. Is this the official copy of the series? . o ]
X If not, where is it? :
X b. Does the series contain contidential information requiring security handling? If yes, :;ite law or regulation.
X | ¢, s this a vital record? - i
X | d. Does this series have historical or long term research value? _ Perhaps
: e. When one or two decuments in the file make it necessary to keep the entire file for a long period, could these
, N/A documents be scheduled separately? -
X f Is the’ mformatuon contained in this series'ever published? If yes, attach copy,
" s the | information contained in this series ever analyzed andlor reoorded in a summanzed report?
X If ves, attach copy.
, h. Is there a duplication of this series in your office, or in another office or agency"
X If ves, where?
X | _i._ls this series {or a major portion of it} regularly microfilmed?
X | j. Does the record serjes result in a compurter printout?

11. Retention Reguirements

The following requires the series to be kept:

AR—50--71; Rev. 76

a. State Law years. d. Audit period _ years.
b. Statute of limitation __years. e. Administrative need L years.
¢. Federal law years. {. Federal retention instructions years.
Attach copy ot excert of laws orTegulations. Explain administrative nead.
12: Apgrqved Dispo_sition lrlstrycti(_;_qs: ) This ; agencv recommends that the f1|e series be cut off at the end of each e
o L - EI Calendar Year, I Flscal Year D Other _ o ; then,
V] Hold in the current f\les area __month{s) ___J;_year(s) then ) ‘ T ) : T B . ﬁ' ~ )
d Transfer to local holding area, hold Vear(s) then | . k ___‘ : o
a Transfer to State Reourds Center hold year(s) then iiiiiii L s
1 Destroy. o P
Kl Transfer to State Archives for permanent retention.
O Other {Specify)
These instructions apply to all prior and future accumulations of the series
Dite ) | Records Management Officer (Sigrature) N Date
Wolheo X’ BMMM H-30-¥]
T v -
- ==, State Records Committes (Signature) Date
Recommendations in para- ’ \
graph 12 are approved, 1 state Auditor /Designee 6’/ / "62
{If disapproved, attach letter i _
of explanation.) B Secre%emesignee @ arrell M 9~ 7”3 /
Attorney General/Designee /( < - /7 ”#

- o

{Reval )




